
PS 423 (11/13)

Come work at CDSS where . . .
People come First!

Are you doing the same work day in and day out? Are you looking 
for work that is challenging and rewarding? Are you looking for a 
profession where you can help make a positive change? If so, read on!

If you are interested and would like to be part of the CDSS mission to make a 
difference in the life of a child, a family or an elderly person, please submit your 
application to: Contact Information:

E M P L O Y M E N T    O P P O R T U N I T Y



SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	ps Advertise 423
	NP&ASU SSA3-10-14
	NP&ASU AGPA 3-10-14

	Title1: The Adult Programs Division is hiring for a 
	Title2: SSA/AGPA (800-908-5157/5393-910)  
	Title3: in our Adult Protective Services Program
	Text1: Do you value compassion and treating people with dignity and courtesy? Last year California received over 13,000 reports of abuse, neglect and exploitation of elderly and dependent adults every month. Those reports are addressed by California's county administered Adult Protective Services (APS) programs.  Are you all about honesty, integrity and serving the community? Are you looking for meaningful work to help the very vulnerable older and dependent adults and connecting these individuals to essential support services that help them to maintain their independence? If so, then the California Department of Social Services is the place for you!
 
The Department of Social Services, Adult Programs Division has an immediate opening to help you fulfill your desire to serve California’s most fragile residents.  Come join a professional group of highly skilled and motivated individuals who seek to make a difference in the lives of those in need.
 
Please include the position number on your  Standard State Application (STD 678) with original signature, along with a one-page document entitled, “Statement of Qualification.”  Your Statement of Qualifications (SOQ) must address the responsibilities of the position including all relevant experience and education.  Applications without an SOQ will not be considered.  Only the most qualified will be interviewed. 
 
For more information on the duties of this employment opportunity, please review the duty statements that follow this notice.  If you still have additional questions, please contact Jennifer Ogata at 916-651-2786.
	Text3: Department of Social Services
Jennifer Ogata
 916-651-2786
 
	name1 pg1-1: 
	class1 pg1-1: Staff Services Analyst 
	position1 pg1-1: 800-908-5157-910
	division1 pg1-1: Adult Programs Division
	bureau1 pg1-1: Adult Protective Services
	sup2 pg1-1: Lori Delagrammatikas
	sup1 pg11: Adult Protective Services Liaison
	box1 pg11: Off
	box2 pg11: Off
	box3 pg11: Off
	box4 pg11: Off
	box5 pg11: Yes
	box6 pg11: Off
	other1 pg11: 
	date1 pg11: 
	date2 pg11: 
	box7pg11: Yes
	box8 pg11: Off
	box9 pg11: Off
	box10 pg11: Off
	ssup2 pg11: 
	number1 pg11: 
	lead1 pg11: 
	mission1 pg11: The mission of the Adult Protective Services program at the state level is to provide leadership to county APS programs which investigate and remedy situations of adult abuse and neglect.  
	concept1 pg21: Under the supervision of the Adult Protective Services (APS) Liaison, the Staff Service Analyst (SSA) performs duties to support the mission of the program. These duties include contract monitoring and provision of technical assistance to the Regional Training Academies; oversight of data collection, data analysis, report writing and transmittal of data to state and federal stakeholders; and working with stakeholders to develop and format state regulations and practice guidelines. 
	responsibilities1 pg21: 
30%  Facilitate the less complex development of a regionally based, ongoing, comprehensive standardized training program.  Under the supervision of the APS Liaison works with the Regional Training Academy (RTA) vendors to facilitate the delivery, development and/or amendment of training curriculum and educational materials. These duties include but are not limited to; monitoring and tracking delivery of contracted trainings under the supervision of the APS Liaison; providing technical assistance regarding training topics and potential trainers, editing instructional materials to clarify policies and procedures; researching and collecting documents and materials regarding program/departmental activities in response to training inquiries; working with the APS Liaison to research and analyze data to prepare summaries and other documentation; monitoring of county, state and federal communications (e.g. National Center for Elder Abuse listserv, National Adult Protective Services listserv, County Welfare Director's Adult Committee minutes) with the goal of identifying issues that may impact or be of benefit to county APS staff or RTA trainers or which may indicate the need for revisions to existing training  modules or the development of new modules.

25%  Under the supervision of the APS Liaison collect, research and analyze statewide elder and dependent adult abuse information received from the counties and providing aggregate reports as need to state and federal stakeholders.  These duties include but are not limited to; create and maintain graphs and tables utilizing excel spreadsheet; gather information from current and previous years reports such as the annual Realignment report and the National Adult Maltreatment Reporting System report; analyze, develop, disseminate and monitor the elements for any trends; utilize federal data collection website and accurately enter in the California data; interpret and communicate these trends and findings to the APS Liaison ensuring accuracy of data.  

15%  Coordinate APS stakeholder meetings which includes; coordinating arrangements for facilities; obtaining input from APS stakeholders regarding attendees to be involved in stakeholder meetings; coordinating agenda items; and providing meeting minutes.

10% Assists the APS Liaison in the development of new guidelines and regulations.  These duties include but are not limited to: Surveying counties and other states about their current practices/opinions about best practices and verbiage for regulations; formatting and developing regulations packages, shepherding the regulations through the approval process, under the supervision of the APS Liaison.

10%  Reviews and interprets materials pertaining to departmental or program operations to apply information to program/project activities; research and analyze legislative proposals for the California Department of Social Services legislative unit; writing memos, assists in drafting All-County Letters (ACLs) and All-County Informational Notices (ACINs), and other correspondence to communicate with internal and external audiences.  
 
5% Research public inquires received by the department regarding elder abuse providing policy, rules and regulations regarding procedures.
  
5%  Other duties related to the Adult Protective Services program.





	supervision1 pg31: The SSA is directly supervised by the APS Liaison.   
	administrative1 pg31: None.
	personal1 pg31: The SSA will have frequent contact with the county Social Services staff, other Departmental employees, advocates, the general public, and other state and federal agencies.  
	actions1 pg31: Failure to use good judgment in handling assignments and in imparting information could result in litigation against the Department.  
	other1 pg31: The SSA must have excellent technical writing skills, excellent verbal communication skills, demonstrate the ability to work cooperatively and effectively as part of a team, have the ability to establish effective working relationships, work under pressure, complete assignments in a timely manner and be able to travel on a limited basis as needed.
	name1 pg1: 
	class1 pg1: Associate Governmental Program Analyst
	position1 pg1: 800-908-5393-910
	division1 pg1: Adult Programs Divisionch
	bureau1 pg1: Adult Protective Services
	sup2 pg1: Lori Delagrammatikas
	sup1 pg1: Adult Protective Services Liaison
	box1 pg1: Off
	box2 pg1: Off
	box3 pg1: Off
	box4 pg1: Off
	box5 pg1: Yes
	box6 pg1: Off
	other1 pg1: 
	date1 pg1: 
	date2 pg1: 
	box7pg1: Yes
	box8 pg1: Off
	box9 pg1: Off
	box10 pg1: Off
	ssup2 pg1: 
	number1 pg1: 
	lead1 pg1: 
	mission1 pg1: The mission of the Adult Protective Services program at the state level is to provide leadership to county APS programs which investigate and remedy situations of adult abuse and neglect.  

	concept1 pg2: Under the direction of the Adult Protective Services (APS) Liaison, the Associate Governmental Program Analyst (AGPA) performs complex duties to support the mission of the program. These duties include contract monitoring and provision of technical assistance to the Regional Training Academies; oversight of data collection, data analysis, report writing and transmittal of data to state and federal stakeholders; and working with stakeholders to develop and format state regulations and practice guidelines. 
	responsibilities1 pg2: 40%  Facilitates and develops regionally based, ongoing, comprehensive standardized training program.  Works with the Regional Training Academy (RTA) vendors to facilitate the delivery, development and/or amendment of training curriculum and educational materials. These duties include but are not limited to:  monitoring and tracking delivery of contracted trainings by analyzing and evaluating issues related to progress and completion of projects and assignments including assessing for alternate resolutions and/or formulating action/work plans; providing status and progress reports of current work assignments to management, staff, and internal and external stakeholders; using spreadsheet software to create, compile, compute, organize and present data for use in reports and other tracking activities; providing technical assistance regarding training topics and potential trainers to the RTA vendors, editing instructional materials to clarify policies and procedures; researching and collecting documents and materials regarding program/departmental activities in response to training inquiries; monitoring of county, state and federal communications (e.g. National Center for Elder Abuse listserv, National Adult Protective Services listserv, County Welfare Director's Adult Committee minutes) with the goal of identifying issues that may impact or be of benefit to county APS staff or RTA trainers or which may indicate the need for revisions to existing training  modules or the development of new modules.

30%  Monitor, collect, research and analyze statewide elder and dependent adult abuse information received from the counties and providing aggregate reports as need to state and federal stakeholders.  These duties include but are not limited to; create and maintain graphs and tables utilizing excel spreadsheet; gather information from current and previous years reports such as the annual Realignment report and the National Adult Maltreatment Reporting System report; analyze, develop, disseminate and monitor the elements for any trends; utilize federal data collection website and accurately enter in the California data; interprets and communicates these trends and findings to the APS Liaison ensuring accuracy of data.

10% As a lead, develop new guidelines and regulations for the APS program.  These duties include but are not limited to: Surveying counties and other states about their current practices/opinions about best practices and verbiage for regulations; formatting and developing regulations packages, shepherding the regulations through the approval process, under the supervision of the APS Liaison.

10%  Participating in national and statewide discussions of elder justice issues including coordinating stakeholder meetings.  These duties includes coordinating arrangements for facilities; obtaining input from APS stakeholders regarding attendees to be involved in stakeholder meetings; coordinating agenda items; and providing meeting minutes.

5%  Reviews and interpreted materials pertaining to departmental or program operations to apply information to program/project activities; writing memos, assists in drafting All-County Letters (ACLs) and All-County Informational Notices (ACINs), and other correspondence to communicate with internal and external audiences.  This includes the research and analysis of legislative proposals for the CDSS legislative unit.  Researches and writes position recommendations for proposed legislation that effects the Adult Protective Services program at the direction of the APS Liaison. 
 
5% Responds in writing or by telephone to public inquires received by the department regarding elder abuse at the direction of the APS Liaison.  Other duties related to the Adult Protective Services program.

 






	supervision1 pg3: The AGPA is directly supervised by the APS Liaison.  AGPAs should be able to work independently and utilize initiative and resourcefulness in completing assignments.   
	administrative1 pg3: The AGPA will be required to act on his/her own initiative when the APS Liaision is out of the office. 
	personal1 pg3: The AGPA will have frequent contact with the county Social Services staff, other Departmental employees, advocates, the general public, and other state and federal agencies.  
	actions1 pg3: Failure to use good judgment in handling assignments and in imparting information could result in litigation against the Department.  


	other1 pg3: The AGPA must have excellent technical writing skills, excellent verbal communication skills, demonstrate the ability to work cooperatively and effectively as part of a team, have the ability to establish effective working relationships, work under pressure, complete assignments in a timely manner, and be able to travel on a limited basis as needed.


